UNITED STATES ARMY CONTRACTING
COMMAND, EUROPE

GOVERNMENT PURCHASE CARD
(GPC)PROGRAM

CUSTOMER AUTOMATION & REPORTING
ENVIRONMENT (C.A.R.E.) TRAINING




ADP REQUIREMENTS

VERY IMPORTANT!!!
PC Pentium 120 MHz or higher

32 MB memory 64 MB recommended to run reports
Windows 95, 98, 2000, NT4.0 or higher

Browser with 128 bit encryption required
Internet Explorer 4.01
Netscape Communicator 4.50 or higher

33.6 Modem or higher or a LAN connection

IMO Support — Down Load JAVA Applets



C.A.R.E. TRAINING

HTTPS://ICARE.USBANK.COM

Address @ https: AAcare.uzbank. comd j @ Go | Links ?

(Ebank.
C.A.R.E.

Customer Automation & Reporting Environment

| v

USBank License Agreement

Customer Lutomation and Feporting Envirohment Terms fj
of Zervice

1. ACENOWLEDGMENT AND ACCEPTANCE OF TERMS OF CARE

The Customer Lutomation and BReporting Environment

(the "CALRE™), owned and operated by U.3. Bank

Hational Association [("U.3. Bank™), is provided to

Lhe customer under the terms and conditions of this
Customer Lutomation and Feporting Envirohment Terms

of Serwvice (CT3) which incorporates by reference any
operating rules or policies that way be published by ;J

@m

To login, go to the above site and click on “I ACCEPT”.




C.A.R.E. TRAINING

C.A.R.E.

Customer Automation & Reporting Environment

Username:

Fasgward: Lagin |

On-Line < ‘:|
Registration

Forgot your password? Click here

Help

Approving Officials will receive their Username and Password from the RCO.
Cardholders can create their own Username and Password by clicking on and
completing the On-Line Registration section.




C.A.R.E. TRAINING

U.S. Bancorp

Cn-Line Registratian Account Validation

Eelationship regstration code:*l

Tzer profile code:*l m<:|

Cardholders will need to call the RCO to get the
Relationship registration code and the User profile code
iInformation once they receive their card in the mail.




C.A.R.E. TRAINING

U.S. Bancorp

On-Line Registration

Account Number” Zip Code” Expiration Date”

Help

Log Qut

Add More Accounts

|

|

: Zip Code:1st5
[ digits
|

|

|

|

I

Expiration
Date:Must be as
shown on Card
(00/05)

hember FDIC
@ LS, Bancorp 2001 To p of the Fage

Enter all data as it appears on your GPC card.



U.S. Bancorp

On-Line Registration

Submit ntar Contact Information

Cancel First name*l hiddle initial; I

Last name:*l

Address 1% [ UniUOMR # Enter the data exactly as it
Log Out Addres§ 2. | GPC Official appears on the envelope

] City| AP0 your GPC card came in.
tate/Province: | AE

Country:™ [UNITED STATES -

Zip code:®
ar

Foreign postal code: |

Help

[ st

Phane:” [ No Dashes
Fax I

User ID must be 7 to 12
characters.

Entar Password information

UserID:*l
User Verification:* [ MOTHER'S MAIDEN NAME =] Password must be 8 — 12

Yarification Reapnnse*l

Password- | characters with at least
Repeat F'asswnrd:*| one number




C.A.R.E. TRAINING

C.A.R.E.

Customer Automation & Reporting Environment

You must enter your
Usermame: _Llj_rs]erfnam_e and passtword.
_ e first time you enter your
Password: Lagin |<:| password you will be

prompted to create a new
On-Line one. Passwords must be
Registration 8 - 12 characters long and

include at least one number.

Forgat your password? Click here The system will not accept
Special characters.

Help




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

+ lransaction
- Management

@ Reports Welcome to C.A.R.E.

[ E-Partners

[ Communications

& Administration This is the next screen you will see. The following items are
available.

Help Transaction Management is used to update your purchases
transaction log, reconcile and approve your purchases, and

Log Out approve your monthly statement.

Reports are used to print your monthly statement.

Administration is used to change your password.




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

E-Senvices U.S. Eancorp

~ Transaction <

Management

& Reports Welcome to C.A.R.E.

| E-Partners

| Communications

" Administration Welzomwe to U.353. Bank Customer Lutomation & Reporting :ﬂ
Environwent, C.A.E.E. L3 the name indicates we put
vou, our customer, first and hope that you rely on

C.A.R.E. a2 an indispensabhle reporting and account
managewent tool.

Help

Log Out

Click on Transaction Management.
(It may take a few moments to load so be patient)




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

+U.5. Bank C.A.R.E. Transaction Management A8 18] %]

File ‘iew Help

Cardholder Accts eSS e I Transaetian Loy I

Sefect 8 cardfolidar saccount 8rd CVOiE To Wew SUummarny imiarmaarn.

£ Cardholder Account RMumber | Cardholder Mame | B Cycle Date Tatal Amourit Status | B
471630000 REED, THOMAZ J

A

Highlight your account by clicking
on your account number or name.

=] =]

Cardbolder Account Summarny iaformation for Selecled Oyole

Cardholder Account Mumber: Tranzactions Pending: ARG E |

Cardholder Mame: Total Amourt Pending:

Cycle Date: Transactions Approved:

Statement Status: Total Amourt Approved:
Tranzactions Disputed:

ApprovalFejection Date: Tatal Amount Disputed:

ApprovedRejected By:
Tatal Mumber of Transactions:

Transactions Rejected: Total Amount of Transactions:




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

+U.5. Bank C.A.R.E. Transaction M anagement A8 - =] x|
File “iew Help
TranEaEtuE I Transaction Log
Sefect 8 cardoldar sccoumt 8rd VOl 10 \Wew Sumarany miarmanan.
e hu:ulder Accourt Mumber Cardholdet Mame Cycle Date Total Amount Status | B
0572372003 142939 Open
042372003 925.89 Urnappraved
0352472003 136219 Approved
p 2621 2005 2090 46 Approved
L 01/23/2003 809.08 Approved
1212312002 589.85 approved
You must now click on
13 ”
a“cycle date” to
review and approve
your transactions.
= [

Cardbolder Account Summarn: nfermation for Selected Oy ole

Cardholder Account Mumber: 471630000
Cardholder Mame: REED THOMAS .J
Cycle Date:
Stetement Status:

ApprovalPFejection Date;
ApprovedRejected By:

Tranzactions Rejected:

Tranzactions Pending:
Total Amourt Pending:
Tranzactions Approved:
Tatal Amourt 2pproved:
Transactions Disputed:
Total Amount Disputed:

Tatal Mumker of Transactions:
Total Amourt of Transactions:

Aepraye |




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

+U.5. Bank C.A.R.E. Transaction M anagement A8 - =] x|
File “iew Help
Cardholder Acct®  Tranzactions Tranzaction Log
£ Cardhalder Accourt Mumber Cardholder Mame — Cycle Date Tatal Amourit Status | [;I
REED THOMAS,J 03/23/2003 142939 Open
04232003 925.09 Unapproved
0372172003 136219 Approved
2621 2005 2090 46 Approved
0142342003 809.08 Approved
1272372002 59 .86 Approved

Once you select a cycle date, the
other tabs at the top will become
active and allow you to select them.

Then click on the “Transactions”
tab.

Cardholders can approve individual

transactions as they post to your

statement — you don’t have to wait until the

end of the billing cycle.

Lardbolder Account Summary information for Selecied Cyole

Cardholder Account Mumber: 471630000
Cardholder Name: REED, THOMAS J
Cycle Date: 0442372003
Statemert Status: Unapproved

ApprovalFejection Date:
ApprovedRejected By;

Tranzactions Rejected: 0

Tranzactions Pending: 8
Total Amount Pending: 92889
Tranzactions Approved: 0
Tatal Amount Approved: 0.00
Tranzactions Disputed: 0
Total Amount Dizputed: 0.00

Total Mumber of Tranzactions: 8
Total Amount of Transactions: 92889

ARy E |




You will see all the
transactions that
have posted during
the selected billing
cycle.

File:

You can see the
transaction status,
date of transaction,
merchant name,
etc.

In the middle of the
screen you will see
5 additional
Transaction Data
tabs.

C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

U5 Bank C.ARB_E. Tranzaction Management

Wiew  Help

Cardholder Accts

Select Fansaclion o view delail
Account Mumber: 4716300007 """ "7

Transactions  Try

tion Log

Selecting a Reject Reason Code will display the legend
Account Mame: REED, THOMAS J

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Transaction Detail

Cycle Date: 0452372003

=8| =18 x|

Rejected

Reject Reazon

il EBA TE-THARK
FCCFRAMKLIN COVEY © B00-257-1812

041872003

040772003 ALFES WUERIBURG CA APO AE TH 380
040772003 AAFES WUERZBURG MAI 5700 WUERZBUR 7 B2
040272003 WERSANDHAMDEL MISCO LANMGEN 63264
0372772003 GSACUST SUPWUERZIE BURLINGTORN [l 67.49
0372172003 AAFES WUERZBURG MAI 5700 WUERZBUR 3585
03972003 GEALZUST SUPAWUERZE BURLIMGTON fuh 177 63

Using the Transaction Log is mandatory.

Additional Trans . Detail Tranz. Line tem Detail

Loy Cetail Log Line ftem Detail

Purchaze ID

40:364315-1
Q0000o00aaa00000
0000000000000000

WHAFLUB3E0567020
0000000000000000
Wk AFLEE07ET004

e Al

Search

To approve
transactions, you

have to select each
one individually.
Then click on the
Log Detail tab.

_—

Allocation Details: A

merchart Name: IMPAC REBATE-THANK YOU
Dizpute Reazan:
WS4 Description:

Statuz: Pending
Tranzaction Date: 0442172003
Posting Date: 04721021
Processed By,

0472272003
Action Amount; -27.10

Accounting Code Aot Percert

Defauft

Aemrave

Dizpute

ReslloEste

H LL




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

:U.5. Bank C.AR.E. Transaction Management 8| - =] %]

On the Log Detalil File View Help
tab’ yOU Wl" n eed to Cardholder Accts

Sefect ransaclion o view Jeiaid Selecting a Reject Reason Code will display the legend

Transaction®  Tranzaction Log

fill in as much Account Number: 47163001 Account Mame: REED, THOMAS.J Cycle Date: 0472372003
1 H £ Status | Trans. Date | herchant | City | State | Amaurt | Rejected | Reject Reason Purchaze D | -]
information as Pending 0421/2003  IMPAC REBATE-THANK ¥ 09229 D 2710
: Pending D4182003  FCOCFRAMNKLIN COVEY ¢ 800-257-1812 uT 3116 405643151
posSsI ble for the T Pending D7R00E | AAFES WUERZEURG CA APO AE T (0000000000000
. Pending DHO72003  AAFES WUERZBURG MAl 8700 WWUERZELR 762 0000000000000000
transaction selected Pending O402/2003  VERSANDHAMDEL MISCO LANGEN 3254
: : : Pending 03272003 GEACUST SUPWUERZE BURLINGTON i 57 .49 VWKAFUB30867020
(h 0] hi Ig hted in blue Pending 03/21/2003  AAFES WUERZBURG MAI 3700 WUERZBUR 3585 000000000000000G0
Pending 03192003 GSACUST SUPWUERZE BURLINGTON lJ 177 63 WHAFLUB307S7004

at the top of the
screen).

Cardholders are
required to fill in all
data available for
each transaction. |f v |
the purchase was
. = Search
made in a foreign = [ ]

Transaction Detail | Additional Trans. Detail | Trans. Line tem Detsil | Log Detail | og Line tem Detail
currency, the
SO urce C urrenc Transaction Daté: [ 04072003 E‘ Meed Dater| 1§ E %equestor Mame: | MANAGEMENT BRANCH
V Date Received: | 05072003 E Due Dater| 1 f E Tranz. Methad: | I PERSON 3 save Log |

m USt be |de ntlfled Athorization # fEECanEE |

d h S Merchart:| A4FES WUERIBURG P¥ Yendor Crder #
an t e M Transaction At 3.E0 Freight Amont: .00 Cther:
A mou nt m ust be Sales Tax: 0.00 Mizc. Amourt: 0.00 Shipped To:
e nte red . Source Currency: 3 Commert: (]

Source Amount: 0.00

Once complete, click on the Log Line Iltem Detail tab.




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

+U.5. Bank C.A.R.E. Transaction Management A8 - 8] x|
File ‘iew Help
tion Log
Selfect ransaclion I view dalsil Selecting a Reject Reason Code will display the legend
Account Mumber: 47163000 Accourt Mame: REED_THOMAS ) Cycle Date: 0442372003
L Slatus | Trens.Date | Merchant | City | State | Amount | Rejected | Reject Reazon | Purchaseip  [[-]
Pending 0421 2003 IMP&C REBATE-THAMK Y 09229 o

Pending 041 512003 FOCAFRANKLIM COYEY C G00-257-1512 a] 40564313-1
Pending ] AAF JERZBL AE TH 0

Pending 0407 2003 AAFES WUERZBURG MAI 5700 WUERZBUR 7.62 0000000000000000

_ : Pending 040252003 WERSAMDHANDEL MISCO LANGEN 632 64
O nce th e | ne |te m Pending 037272003 GSACUST SUPWUERIE BURLINGTOMN I 67.49 YWAFIB30SE7020
Pending 0372172003 AAFES WUERZBURG MAI 5700 WUER ZBLUR 35.83 0000000000000000
d etal I d ata h as Pending 0371952003 GEACUST SUPWUERIB BURLINGTOMN I 17763 YWHAFLIBS0TETO04

been input for the
purchase, click
the Enter button |
and then return to
the Log Detail by
clicking the tab.

Wieny Al |
Search |
[

on Detail | Additional Trans. Detail | Trans. Line kem Detail | Log Detsil | Log Line tem Detail

Quantity: 1.0000 Unit Price:; 360
Unit of Measure:| EACH 3 Part #:
tem Description: | nOCUMENT PROTECTORS ftem Comment: {] DElEts |
A Guartity Unit of Measure tem Description Unit Price Subtotal —

Total; 0.00




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

Once all data has
been entered,
click on Save
Log. This will
approve the
transaction, and
change the
transaction status
from pending to
approved.

You will have to
repeat this
process to
approve each
transaction.

U.5. Bank C.A_B.E. Tranzaction Management
File  Wiew Help

Transactions

Trans

on Log

Sefect Fansaciion o wview deian
Accourt Mumber: 471630010

Selecting a Aeject Reazon Code will display the legend
Accourt Mame: REED, THOMAS J

-8 18] x|

Cycle Date: 0452372003

\

Pending
L e
Pending
Pending
Pending
Pending
Pending

0471872003
04 3

040272003
0372772003
0372172003
03952003

FOCHFRAMKLIN COVEY C B00-257-1812

ALFE

AAFES WUERZBURG WAl G700

LERZ AE

WUERZBUR

WERSANDHAMDEL MISCO LANMGEN

GSACUST SUPWUERZIE BURLINGTORN
AAFES WUERZBURG MAI 5700 WUERZBUR
GEAMCUST SUPWUERIE BURLIMGTON

TH

[l

]

Log Line tem Detail

£ Status | Tranz. Date herchant City | State | Amaurt | Rejected | Reject Reason Purchaze D | -]
Pending 042172003 WP AC REBATE-THAMNK ¥ 09225 D -27.10
LI 4036431 5-1

0000000000000000

WHAFLUB3E0567020
0000000000000000
Wk AFLEE07ET004

Mg Al |
Search |
=

Tranzaction Daté:

Date Received:

Merchant:
Transaction Amt

Sales Tax:

SOUrCe CUrrency:

Source Amount:

Additional Trans. Detail | Trans. Line tem Detasil | Log Detail
04072003 ] Meed Date:[ 7 1 =]
os70s L) Due Date:[ 7 ; =
AAFES WUERZBURG PX

360 Freight Amont: 000
0.00 higc. Amount: o0

[

Requestor Mame:
Trans. Method:
Authorization &
Yendor Crder #
Cither:

Shipped Ta:

Comment:

M2MNAGEMENT BRANCH

I PERSOMN

>
3 Save Log |

fEECanEE |




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

11.5. Bank C.A.R.E. Transaction Management

Reallocation File View Help

Cardhaolder Accts | Transactions Transaction Log

Reallocation is for those Safact ransachon io view detar Selecting a Reject Reazon Code will display the legend
S : Account Mumber: 4F16300_ ___ .. __ _ Account Mame: MEMEGL ____, ... ____ Cycle Date: 0542372002
activities that will have | s Trans Date | ] erchart [ Cty ] State [ smourt | Rejected | Feject Reason | Purchase D
1 F o Approved 0307 2002
more than one fund Clte Approved 05032002 AAFES WICEMZA M APD AE T X278 00a0aoaoao00
to choose from when Approved 047222002 GOLDEM LION WVICEMZA, £00.00
approving transactions for
payment. Your resource
management will advise
you on the use of this
option. View &)
_| Search
Transaction Detail  acdtional Trans. Detall | Trans. Line tem Detail | Loo Detail | Lo Line bem Detail
Statuz: Approved merchant Mame: EUROGROUP S.R.L.
On the Transactions Tab Transaction Date: 0507 /2002 Dispute Reasan: Hri
0 to Tran SaCti on Detai I’ Paosting Date: 054082002 WIS8 Description: R
g ; Proceszed By: PMEN i

05/16/2002 R
Transaction Amourt; 2749.21 )

riecation Details: | £ Accounting Code Amourt Percent -

Click on Reallocate

Default 100,00




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

The window Reallocate Transaction
Reallocate ) _
Transaction will fransaction imformation:
£ Statuz | Trans. Date Merchant City State Amount Fejected =
appeal Approved 05072002 EUROGROUP SR L. PERRILIMIL,
- : Atternate Accourting Code: || 3
The transaction will DRM MGMT & MANPOWER
appear at the top. You Accounting ode:
will then select the A Seoment Mame— Valug Reguired| | =
reallocation data by
choosing the P
appropriate Alternate
Accounting Code =
from the drop down | ~]
menu.
Your Resource Aot 0.a0 ar Percent: 0.00 il
Management office will Remaining: Sl L1 Dalaiz
glv_e youl additional L Accounting Code | Amourt | Percent IE
guidance. Detautt 274321 100.00
MNew Enthy
;| Submit Cancel




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

Reallocate Transaction

Once you have chosen the

alternate line of accounting, Transaction lnformalion-
the Accounting Code ¢ Stetus | Trans. Date terchant City State Amourt Fejected =
Inform ation automatlca”y ."-.".F:lF:lrl:l"."Elj 05072002 EUROGROUPSRL. PERMLIALL, 2749 ™M
populates. _
. Atternate & ulyieReale SN DR MGHT & MARNPOWER 5
(You cannot change thlS\ e AeEoHrTng L H
information) Accounting Code:
A Segment Mame | W alLE |Hequired| | =
Type in the amount or APFROPRIATION DATA, 21 2002200220200000 b
: oA M
percentage of the transaction AR 3370 v T
to be reallocated to the LIC GRCODM M
: ? PEC M =
selected alternate accounting
code. | ~1
—
0 —
You must re_allocate 100% of - — T — A
the transaction amount to one Remaining; T T o
of the listed alternate
accounting codes. i Accounting Code Amourt Percent
Detfaut 27491 100,00
MNew Entry e/
You can then click on submit .
: = Submit Cancel
to approve the transaction.




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

1 U.5. Bank C.A.R.E. Tranzaction Management

File “iew Help
DI S p u tl n q Cardholder Accourtz | Transactions | Transaction Log
Transactions Select fransaction fo view detail
Accourt Number: Al Account Mame: ANDERSOM, DIXIE L Cycle Date: 094252001
Statuz | Trans.Date | Merchart | City | State | Amount | FRejected | PurchaselD | -

Transactions can be Pending  02M0/2001 BHSERVICES NG RAPID CITY =D 11506 00000000000

i z E Approved 094152001 SERNALL UNIFORM & LI G05-34 30650 =D 1060 132120
disputed in CARE. Perding  03I29/2001 B H SERVICES INC RAPID CITY =) 18573 00000000000

Approved 085232001 BHSERWVICES INC RAPID CITY =D 33736 00000000000

: : Approved 082320001 B HSERVICES INC FAPID CITY =D 18.34 00000000000
Highlight the
transaction and then
click on the
Transaction Detail
Tab.

ey Al
\A Seatch
F
You will then have the Tranzaction Detail ~ Additionsl Transaction Detail | Trans. Line ftem Detsil | Log Detail | Log Line tem Detsi
option to Dispute the Status: Approved Merchart Name: SERVALL UNIFORM & LINEN
transaction by clicki ng Trangaction Date; 0941142001 Dizpute Reason; A
on the dis p ute button. Posting Date: 0971272001 YIS Description: >
Processed By: AFDLANDERSOM L
094242001 Reallocate
Tranzaction Amourt: 10,60
Allacation Details Arccounting Code A moLrit Percent -
Default 1060 10000




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

Dispute Transaction Form
Dispute Reazon || 3
/ ALTERATICN COF ARMCLURMT
2 : CREDIT MOT RECEMNED

In the Drop Down List you will DUPLICATE PROCESSING

IMADEQUATE DESCRIPTIOMUMRECOGMIZED Ch
S?leCt the reason fOf the MERCHAMDISE MOT RECENED
Dispute. MERCHANDISE RETURMNED

MOT A% DESCRIBED

OTHER REASOR
You should use the comments SERVICES NOT RECEIVED

. . IIMALTHORIZED
sections to provide any
additional information.
Once you have filled out the
form you will click the submit
button, or cancel if you don't
need to submit the dispute. \
You can also request a Sales
Draft (receipt). Commert:
\‘
Request Sales Draft | SLbmit Cancel |

DISPUTES HAVE TO BE SUBMITTED WITHIN 60 DAYS OF THE DATE OF THE STATEMENT ON WHICH
THE TRANSACTION APPEARS. You can dispute a transaction even if it was previously approved — you just
select the cycle date (statement) where the transaction appears and then dispute the transaction by following

the procedures above.



C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

After yo u h ave U.an.A.FI.E. Transaction Management 4ol 8] x]
ap p rOV ed y d i S p u ted Cardholder Accts  Trangactions Trangaction Log

orre al | ocate d al | 0 f ﬁS‘e/ed & cardholder aceount 8rd Cyele I \/ew Sumimaly Iiermalion.
. Cardhalder Accourt Mumber
the transactions for .

Cardhalder Name
REED, THOMAS

7 Cycle Date Tootal Amourt Stetus [[=]
05/23/2003 1429.39 Open

042372003

. . 92589 Unapproved

03/21/2003 136219 Approved

the bl”lng CyCIe’ you 0202172003 2090 45 Approved
012372003 Q09 105 Approved

m ay n OW p ro C eed to 1202372002 889 86 Approved

approve your
statement.

Click on Cardholder
Accounts tab

Approve the cycle by
clicking on the
Approve button. This = =

i S th e f| n al ste p | n Cardhoigder Account Summarn: fnformation ior Sefecied Ov-cfe
H Cardholder Account Mumber: 4716300 Tranzactionz Pending. 8 —Pp Approve
apprOVI ng your Cardholder Name: REED_ THOMAS ] Total Amount Pencing: 92889
State me nt Cycle Date: 0472372003 Tranzactions spproved: 0
Statement Status: Unapproved Total Amount Approved: 0.00
Transactions Disputed: 0
ApprovalRejection Date: Total Amourt Dizputed; 0.00
ApprovedRejected By
Tatal Mumber of Transactions: 8
Transactions Rejected: 0 Total Amourt of Transactions: 928.89




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

REPORTS

~ lransaction
"~ Management

2 Reports
[0 EPartners
[0 Communications

[ Administration

Help

Log Out

U.S. Bancorp

Welcome to C.A.R.E.

Welcomwe to T.3. Bank Customer Automation & Feporting
Environment, C.A.E.E. Az the name indicates we put you,
our customer, first and hope that you rely on C.AL.E.E. as
an indispensable reporting and account mahadgement tool.

|+

Top of the Page
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CARDHOLDER INSTRUCTIONS

- s 0 W | A Gd @ | B 9 B P
Black FEarisaTa Stop Refresh Horne Search  Fawaorites  Histary kA ail Print E dit Real com
Domains Logoff Help j"

Managed Report not fully loaded.

N E

I_ I_ E | Intemet

|.¢£| Opening Java archive: https: Afreportz. care. uzbank. com/bi_html/|javaaszistABIMBAD min . jar



C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

; Logon to WebFOCUS MBE - Microsoft Intemnet Explorer von T-Online
=
S5 9 @ P

a @

Search  Favorites  History el il Frirt Edit  Realcom

- =5 3 2 Q)

Black Earnsard Stop Refresh  Home

Logoff 5| Help

1 Domains 1

DEL Prop HELP

SlavE8RARGH RUN DEF Stat
YHE T ®3H K| e

New Open Edit Rpt Graph

SRR S 5
EIDE Repozitony
=& [N CLICK “TSYS’ TO ACCESS THE
FOLDERS THAT CONTAIN THE LIST OF

REPORTS.

l_ l_ E |4 Intemnat

|:E:| Applet started

N



C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

a Logon to WebFOCUS MRE - Microzoft Internet Explorer von T-Online

- .+ .0 S @ G BB & @ T
Bk s Stop Refrezh Home Search  Fawvortez  Histary b ail Print Edit Real com
- Domains ul Logoff 1 Help ;I

tManaged Reporter
LB Y Y B YHE S F R K| 8

= %E?DSS:;DSW Standard Beports | wjy Reports | Shared Reports | Reporting Objects
BG5S

H-__J1 1. Member Lists

-1 2. Past Due Reports

- 3. Exception Reparts

- 4. Summary Feports

-1 5. Data Files

- B. Transaction Management Reparts

a1

|&] Done l_ l_ E |4 Irtemet




C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

J Logon to WebFOCUS MRE - Microsoft Internet Explorer von T-Online

- .

Q H I B 9 FH P

S T A

Eack FanmaEnd Stop Fefresh  Hame Search Fawarntes  Histary b ail Print Edt Fealcom
4 Domains ul Logoff N Help ;I
M anaged Reporter
BN u% Y HDS KB L S
EHJE Repogiton
L TES Standard Reports MvRepnMﬂRepnns Reparting Ohbjects
E-afg TS5
B~ 1. Member Listz .
a6 2. Click run to aggess report.

B 2. Past Due Reports

- _d 3. Exception Feports

E| E} 4. Surmrmary Reporkz

@] Merchant Categaory Surmmary
@ tonthly Spending Surmmary
@] Transaction Summary

@] Wendor Analysis Surmary

5, Data Files

~t

") Account Activiy Detal .- 1. Select|the desired report

-2 Account Activity Summary from the ¢lfop down menu.
@ Cardholder Full Transaction Detail <=~
ﬁ] tanaging Account Certification Status
@] Managing Account Surmary

@ Tranzaction Log Analyziz

NIE

|@| Done

I_ I_ E B Intermet



After selecting your report, you then
select the report period from the
Report By block — the Cycle End
Date option will reflect the data as it
appears on the hardcopy statement.

From the drop down menus, select
the appropriate Month and Year.

The Show Allocation section gives
you the option to include the
accounting classification data for you
purchases in the report.

For the Report Output, you can
select to view the report with the
browser or you can view / save it as
either an Excel or PDF file.

Now you can click on Submit to
generate the report.

C.A.R.E. TRAINING

CARDHOLDER INSTRUCTIONS

Select Report: Cardholder Full Transaction Detail j

R
Report By: & Cycle End Date " Posting Date Range  Default Date

[oce  x]j2001 =] Frome|Month x||Day [vear =]
Tg;annth leavjlYear j

P

Show Allocation: © Yes f‘"Nu

Report Qutput: © Browser  Excel & PDF

Subimit
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This is the report you will see if

you select PDF as the report Cardholder Full Transaction Detail

Cycle End Dade: 100252001
Outp ut format_ Managing Account Mumber:
Cardl r Account Numbar:
Cardholder Mame:
Trans MAuthorize
Tran Siatus  Tran Date Post Date Amaunt Sales Tax Purchase ID Merchant Name Humber Reference Mumber
You ShOUId prlnt the reports In Unapproved 10062000 10RO 384507 .00 COOOOON00000 B H BERVICES NG 20011 240T0TE127E200544E00007
Unappraved 100102001 102000 3214.12 3.00 OO0 B H BERVICES NG 087815 24270761284 200544580114
L an d S C ap e form at for best Unappraves. 100102001 10122001 23450 .00 CDO0000OM000000 B H BERVICES INC (8g754 L4RTOTE1 242AREX0BIN0NE
Unapproved 1001 052000 A0 00 3064.03 .00 COOOOON00000 B H BERVICES NG Opgy7a 24270761 284 206520601020
Unappraved 100102001 102000 3435497 3.00 OO0 B H BERVICES NG O330ES 24270761 284 20652060103
resu Its Unappraves. 100102001 10122001 44700 .00 CDO0000OM000000 B H BERVICES INC 0e718E2 24RTOTE1 2R42AREX0 B 104E
. Unapproved 1001 052000 1000 46571 .00 COOOOON00000 B H BERVICES NG 01406848 24270761 28420652060 1082
Unappraved 100122001 10 E2001 3163.00 3.00 OO0 B H BERVICES INC QD046 24270761 2862005445801 04
Unappravesd 100122001 10 E2001 SIGE.43 .00 CDO0000OM000000 MAIL BOXES ETC #3012 032481 24A2301 1 2RE2E1 ABA0A010E
Unapproved 1001 752000 A0 G000 S5O0 .00 COOOOONN00000 B H BERVICES INC Q353680 24270761201 20R544EA005E
Unappraved 1001200 1222001 32769 3.0 Q1710480 KHECHT HOME CENTER Q07N 24023001 2921 368017 10480€
If you Choose Excel the re port Unappraved 100172001 122001 FRALBS .00 IMPRESSIONS AUBBER STAMP 065537 24417081 29436551202 7380
Unapproved 10222000 10242001 18036 3.00 OROOO0ONN00000 B H BERVICES INC 0165649 LAPTOTE 20ER00620B01027
Unappravesd 100222001 1024/2001 314734 3034 GRAAE0028 MATL SEMINARS BIOGE2EDE1 026129 24412861 296001004 EE0200

will open up as an Excel
spreadsheet.

If you select the Browser option
the report will open up as a new
web page.

The recommended format is
either Excel or PDF. Either
format will allow you to save the
reports to your computer.

Aeport Fun Dales 1003172001 Time: 13.56.0

End of Cardholders Procedures Sections
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C.A.R.E.

Customer Automation & Reporting Environment

Usernarme:

Fassword: Login | <:|

On-Line
Registration

Forgot your password? Click here

Help
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BILLING OFFICIALS INSTRUCTIONS

APPROVING YOUR BILLING OFFICIAL ACCOUNT

Once your cardholders have approved their accounts, you as the
Billing Official must review the cardholder accounts and certify your
account for payment by DFAS. The billing official account includes all
of the cardholder accounts under you. This incorporates a “checks
and balance” to the expenditure of Government funds.

By you certifying your account for payment, you are agreeing
that the funds were spent properly and only for official
requirements, and acknowledge and accept pecuniary liability.

To review your cardholder accounts and to certify your billing official
account take the following actions.



C.A.R.E. TRAINING

BILLING OFFICIALS INSTRUCTIONS

E-Serdces
Account Setup
Account
Maintenance
Transaction Transaction Management is used to
Management review your cardholders’ purchases,
Status their purchases transaction logs, and to
Reports certify your statement for payment by
Communication DFAS.

E-Parthers
Cost Allocation

Administration

Help

Log Out

Top of the Page
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BILLING OFFICIALS INSTRUCTIONS

+U.5. Bank C.A.R.E. Transaction Management A8 - 2] x

File *iew Help

Managing Accts NS et I Transactione ] TiransaeEtion Lo ]

Select & MERagInG &ocounl &rd CVO/E 1o \VIew SUmmaNy Iarmatios.

L Managing Accourt Mumber | Managing Account Mame | B L Cycle Date | B
471630 . HURLE™", DoZihry

Click on your name or account number to
bring up the cycle dates to choose from.

=l =

AManaging Accoumt Summany armation for Selecled Oyole

Cardholder Statements Pending: Transactions Pending: |

Cardholder Statements Approved: Total Amourit Pending:
Cardholder Statements Returned: Tranzsactions Approved:
Total Mumber of Cardholder Accounts: Total Amount Approved:
Tranzactions Disputed:

EDI Enabled: Total Amourt Disputed:

Imvaice Amotrit:
Cycle Status: Total Mumber of Tranzactions:
Tatal Amourt of Transactions:
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BILLING OFFICIALS INSTRUCTIONS

+U.5. Bank C.AR_E. Tranzaction Management

File ‘iew Help

Managing Accts  WeE e I Tramsaction: I T amsastion Lo I

Helect 8 managing socauil 8nd Cyole o \vew Summary iarmation.

Managing Account Mumber

Managing Account Name

Next you will need to select the
cycle date you want to enter.

5 Cycle Date

0B/2372003
052352003
04/2372003
0342172003
0272172003

/v 01/2352003

=

Search Accounts

Managurg Accoum Summarny fnformratiaon for Selecled Oyole

Cardholder Statetnents Pending:
Cardholder Statements Approved:
Cardhalder Statements Returned:
Tatal Mumber of Cardholder Accounts:

ED Erakaled:
Invaice Amaunt:
Cycle Status:
Certification Date:
Cettified by

Tranzactions Pending:
Total Amount Pending:
Tranzactions Approved:
Total Amount Approved:
Tranzactions Disputed:
Total Amount Disputed:

Taotal Mumber of Transactions:

Total Amount of Transactions:

CertitsnyEce

Seach e
Bz

28| - 18] x|
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:U.5. Bank C.A.R.E. Transaction Management B8 - 5] x|
File ‘“iew Help

Managing Accts  Copdholder Accts  INIGEREEIEAERE: ] Tiremsamstion Lo ]

A Managing Account Mumbe Managing Account Mame — N Cycle Date | [;I
4716304556 ___ __ _ HURLEY, DORMY 0E/23/2003
DD
0352172003
0272172003
01/23/2003
Once you select the cycle date the
Cardholder Accts tab will become
active so that you can enter your
cardholder accounts and
statements.
= =l
AManaging Account Summarny faformatian far Sefected Cyole
Cardholder Statements Pending: 3 Tranzactions Pending: 4 ety nvaice |
Cardholder Statements Approved: 3 Total Amount Pending: 906. 49
Cardholder Statements Returned: 0 Tranzactions Approved: 15
Total Mumber of Cardholder Accounts: B Total Amount Approved: 408300
Tranzactions Disputed: 0
EDI Enabled: Total Amount Disputed: 0.00
Invoice Amount: 4989.49
Cycle Status: Unapproved Tatal Mumber of Tranzactions: 19
Certification Date: Total Amount of Tranzactions: 4989.49
Certified by
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U5, Bank C.AR.E. Transaction Management -8 _|&] x|
File ‘“iew Help

Managing Accts | Cardholder Accts  REEEEterE ] Transachon Loy I

Selend 8 cardhalder 8ocount IG VIEW SURRTETV IO ENeR. Acting on behalt of Cardholder? INU 3
Managing Account Mumber: 4716304 5. Managing Account Mame: HURLEY . DONNY
A Cardhalder Account Number | Cardhaolder Account Mame | Tatal Amaunt | Status [ -]
471 6300 I BAZFOCCH ARTURGD ~ 0.00 Approved
4716300 BEDIM TIZI&M Y ~ 213490 Urisppraved
4716300 PRETTOCATHY D 1946 58 Approved < State me nt
471 6300 I ROSAS, FLORENCE 75703 Unapproved status
47163500 SCHMIDT GECRGE, A 0.0o Approved
47163500 SULLM &M, SELERME 15095 Unapproved

Select the cardholder you want to review by
clicking on the name. This will activate the
remaining tabs for transactions and the
transaction log at the top of the screen.

Cardfolder Acoount Summarny formation for Selecied Cyole

Cardholder Account Mumber; Tranzactions Pending; Ty E |

Cardholder Matme: Tatal Amourit Pending:

Cycle Date:; Tranzactions Approved:

Statement Status: Total Amourt Approved:

Tranzactions Disputed:

ApprovalRejection Date; Total &Amount Disputed:
ApprovedRejected By:

Tetal Mumker of Transactions:

Tranzactions Rejected: Tatal Amourit of Transactions:




C.A.R.E. TRAINING

BILLING OFFICIALS INSTRUCTIONS

28 =1=2] ]
Cardholder Accts
Select a8 cardbalder account io I-Ai"EH' SUMTIEL) TG aies. Acting on behalt of Cardhalder? |Nu:u 3
Managing Accourt Mumber: 471630455 RN Managing Account hame: HURLEY, DONNY
i Cardholder Accournt Mumber | Cardhalder Accourt Mame | Total Amourt | Status [ 1=
471 BI0C00 - BAZIOCCHLARTURO ~ 0.00 Approved
------- BEDIM TIZLARC ~ 23490 Unapproved
PRETTOCATHY D 1946 58 Approved
FLOREMCE a7 03 Linapproved
SCHMWIDT, GEORGE A | Approved
4716300004 T SULLM &R, SELEME 15093 Unapproved
Once a cardholder is selected you can click on
the transactions tab to review the account
activity for the selected billing cycle.
At the bottom of this page you will see a
summary of the transactions for the billing
cycle.
[
Cardfoalder Account Spmmany afarmation for Sefected Cyole
Cardholder Account Mumber: 4716300 IRGEGEG_g___ Tranzactions Pending: 1 Lenraye |
Cardholder kame; RO5AS, FLOREMCE Tatal Amourt Pending: 757.03
Cycle Date: 0642372003 Transactions Approved: 0
Statement Status: Unapproved Total Amount Approved: 0,00
Transactions Disputed: 0
ApprovalRejection Date: Total Amount Disputed: 0.00
ApprovedBejected By
Total Mumber of Transactions: 1
Tranzactions Rejected: 0 Total Amourt of Transactions: 75703
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IF CARDHOLDER DOES NOT APPROVE THEIR STATEMENT
WITHIN 15 CALENDAR DAYS AFTER THE CLOSE OF THE
BILLING CYCLE THEY WILL BE LOCKED OUT OF C.A.R.E.,
AND THE APPROVING OFFICIAL MUST APPROVE THEIR
STATEMENT BEFORE BEING ABLE TO CERTIFY THE
BILLING OFFICIAL STATEMENT.

If your cardholder is unavailable (TDY, deployed, on leave, etc.)
you can approve the cardholder statement for them by “Acting
on behalf of cardholder”. If within the first 15 days, you change
the “acting on behalf of cardholder” button from NO to YES, if it
Is after 15 days do not change from no to yes because the
cardholder is locked out and the approving official has to
approve the statements.
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BILLING OFFICIALS INSTRUCTIONS

+U.5. Bank C_A B_E. Transaction Management A8 5| x|
File ‘iew Help
Sefect 8 cardiolder 80count o VW SURITELNN TOrmaion. Acting on behalf of Cardholder? INc- 3
Managing Account Mumber: 4716304 ik Manzging Account Mame: HURLEY . DOMNNY
A Cardholder A Cardholder Account Mame | Total Amount | Status | =

4713000 BAZTOCCH ARTURO ~ 000 Approved
471 53000 BEDIM, TIZL AN ~ 2134 90 Unapproved
PRETTO CATHY D Approved
ROSAS FLOREMCE Unapprove
SCHMIDT (GECQRGE & Approved
471 000 SULLI AR, SELEME Unapproved

To Act on behalf of the cardholder
change button from NO to YES in
the drop down menu.

=
Cardbolder Accoum! Summarny ffarmation for Selecied yoie
Cardholder Account Kumber: 47163000 @R Transactions Pending: 1 BEREE |
Cardholder Mame: ROSAS, FLORENCE Total Amourt Pending: 79703
Cycle Date: 052342003 Trangzsctionz Spproved: O
Statement Stetus: Unapproved Total Amount Spproved: 0000
Tranzactions Disputed: 0
ApprovalRejection Date: Total Amourt Dizputed: 0,00
ApprovediRejectad By:
Tatal Mumber of Transactions: 1
Trangactionz Rejected: 0 Total Amourt of Transactions: 75703
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U5 Bank C AR E. Transaction Management

File ‘“iew Help

Managing Accts

Cardholder Accts  RpEEEEtiEE ] Transacon Loy I

Managing Account Mumber: 4716304

S%ecr & CAEIFROITEr 8OCOUT G VIEW SURNIIENV IRFGImElan.

Managing Accourt Mame; HURLEY ., DOMNY

=8| - 18] x|

Acting on behsif of Cardholder? [ =

| Cardhalder Account Number Cardhaolder Account Mame | Tatal Amaunt | Status [ -]
4716300 BAFFOCCHLARTURD ~ 0.00 Approved
4716300 BECHN TIZI&MD ~ 2134 .90 Approved
4716300 PRETTC CATHY D 1946 58 Approved
471 6300 NG ROSAS, FLORENCE 75T 03 Approved
4716300 SCHMIDT GEORGE A 0.00 Approved
4716300 SULLIMNV AN, SELEME 15093 Aparoved
Once all cardholder statements have been reviewed
and approved, you must then CERTIFY your
statement for payment. To do this go back to the
Managing Accts tab by clicking on it.
=

Cardfolder Acoount Summarny formation for Selecied Cyole

Cardholder Account Mumber:
Cardhalder Mame:

Cycle Date:;

Statemert Status:

ApprovalRejection Date;
ApprovedRejected By:

Tranzactions Rejected:

Tranzactions Pending;
Tatal Amourit Pending:
Tranzactions Approved:
Total Amourt Approved:
Tranzactions Disputed:
Total &Amount Disputed:

Tetal Mumker of Transactions:

Tatal Amourit of Transactions:

AERrEyE |
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iU.5. Bank C.A.R.E. Tranzaction Management =8 - 5] x|
File ‘“iew Help
Managing Accts Tremaastione I Tremeaction Lo ]
Sefect &8 mEnsging Booaunt and Vele i0 VIew SUmmany iniarmalion.
A Managing Account MNumber Managing Accourt Mame — &) Cycle Date | [;I
47163045XXXXXXXX JOHN DOE 06232003
Q4302005
037212003
Q2621 r2005
O 252005
= [
Managing Account Sommany inlarmation for Selecied Oyole
Cardholder Statements Pending: 3 Tranzactions Pending: 4 ::> Certify Invoice
Cardholder Statements Approved: 3 Total Amount Pending: 906.49

Cardholder Statements Returned: 0
Total Mumber of Cardholder Accourts: 6

EDI Enabled:
Invoice Amourt: 498949
Cycle Stetus: Unapproved
Certification Date:
Certified by

Transactions Approved
Total Amount Approved

Tranzactions Disputed:

Total Amourt Disputed

Total Mumber of Transactions

Total Amount of Transactions

15

. 4083.00
0

- 0.00

19
- 498949
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E-Services U.S. Bancorp

- Account Setup

— Account
" Maintenance Welcome to C.A.R.E.

~— [ransaction
Management

Status U.3. Bank will he installing datsbase enhancements over tThe &
weekend., CLA.R.E. will be unavailable from Fridavy,

HEPDITS _ September Z8 at 5 p.m. CT through Monday, October 1 at 7

a.m. CT. U.3. Bank apologizes for any inconvehnhience that

Communication .
this may cause.

E-Partners

Cost Allocation

| Administration

=

As a BO, you or your Resource Advisor may need to track or look-up the
expenditure of funds for certain periods of time. You can print a report that
shows how much is spent using the following procedures.

Help

Log Qut
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; Logon to WebFOCUS MBE - Microzoft Internet Explorer von T-Online

- . > D A 5 @ T
Blacle Earaand Stop FRefrezh Home Search  Faworitez  Hiztory [RET Frint Edit Real.com
1 Domains 0 Logoff 0 Help :I

b anaged Reparter
B YWyl Y EHE S| ® B K|S

= ‘-‘;ﬁ&fﬁﬂg‘ig}' Standard Reports | wy Reports | Shared Reports | Reporting Objects
E-cafg T5Y'S

B 1. Member Lists
L 2. Past Due Reports
:_J 3. Exception Reports
Bz 4. Summary Fepoarts
@ tMerchant Cateqary Sumrary
@ b onthly S pending Summary
@:‘g Transaction Surnmary
@j “Yendor Analysis Summarng
:_J 5. Data Files
- tion M anagement Reports
% fyecount izmﬁ gj;f'r"naw Two of the most|useful are the

{2 Cardhalder Full Transaction Detail < Transaction Symm ary and the

% m:::igi fiecoun gj'r:fri::rﬂm Status Cardholder Full Transaction Detail
@ Tranzaction Laog Analysiz reportS

NE

|&] Dore I_ I_ E | Irtemet
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Chick Here if vou wish to use Default Dates (previous month)

Chck here if vou want to select vour own range of dates

You have two different options for the report period. One is for the previous
month — from the 15t through the last day of the month. The other is to create your
own date range — up to 90 days. Best to create your own date range using the
24" of the month through the 23 of the next month (cycle dates) to create a
report that will reflect the transaction data for the billing cycle.
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[Ebank.

[.M.EAC.
SOV SNt Sondicas

Monthly Transaction Summary

Would you like to save this report as:

C PDF

Subimit

Select the report output format.

You should print the reports in Landscape
format for best results.

If you choose Excel the report will open up
as an Excel spreadsheet.

If you select the Browser option the report
will open up as a new web page.

If you select PDF it will save as a PDF file.
The recommended format is either Excel or
PDF. Either format will allow you to save the

reports to your computer.

Then click on the submit button to download
the report.



C.A.R.E. TRAINING
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[Ebhank.

.M.EAC.
EOVETIIENT Sendicas

Monthly Transaction Summary

Flease Select & Lewel

Level 1 Level 2 Level 3 Level 4 Level 5 Level & Level ¥
00000 0o0o0 - 00000 00000 00000 00000 0oo0o

...............

47163 00057 00085 04590 Sl 00000 00000

Now you must identify the account you want to print. Select your
“Level 5” number (same as company number).
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REMEMBER:

«Cardholders have 3 working days after Billing Cycle (23rd) to
complete Transaction Logs, reconcile and approve of
purchases.

Billing Officials have 2 days after that to Approve Billing
Statements.

Billing Officials can act in behalf of Cardholders and complete
Transaction Logs, reconcile and approve of purchases.

15 days after Billing Cycle, Cardholders are locked out of that
cycle and Billing Official MUST complete the above.



